'd
FORM RM- 1 DEPARTMENT OF GENERAL SERVICES ':"%':'EDULE
REV. 2/75 Records Management Division C-465
PAGE
RECORDS RETENTION AND DISPOSAL SCHEDULE NO. 1 of 2

]
OFFICE OF FINANCE - BALTINMORE COUNTY

REVENUE DIVISION

AGENCY

DIVISION

ltem
No.

Description

Retention

CASH JOURNAL - REAL PROPERTY TAXES

DESCRIPTION: Accumulative record of cash
receipts by property tax account number for
each cycle close per month. Journal
consists of one (1) to two (2) books per
month and are in unit number seguence.

FILE ARRANGEMENT: Numerically by property
account number and by date of receipt

Destroy five (5)
years after the
end of the fiscal
year in which the
tax levy was col-
lected

MASS PAYMENT TAX BILLS - REAL PROPERTY TAXES

DESCRIPTION: Record of paid real property
taxes billed and paid by financial institu-
tions. Consists of one (1) to two (2) books
per fiscal tax year.

FILE ARRANGEMENT: Numerically by property
tax account and by institution account code.

Destroy five (5)
years after the
end of the fiscal
year in which the
tax levy was col-
lected
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3e CLOSING ACCOUNTS RECEIVABLE LEDGER = REAL PROPERTY TAXES

he

DESCRIPTION: Accumlative history of all real property
tax activities which transpired during the fiscal year.

Records consist of approximately six (6) ledgers that arej.

dated June 30 of each year, and are in unit number
sequence. Current year is maintained by calendar quarter
until year-end close.

FILE ARRANGEMENT: Numerically by property account
number and by cycle closing date.

ACCOUNTS RECEIVABLE DISTRIBUTION LEDGER - REAL PROPERTY
TAXES

DESCRIPTION: Record consists of the distribution of all
activity which occurred during the month by cycle close
date. This includes cash payments, file maintenance

and cash refunds by property account number.

FILE ARRANGEMENT: Numerically by property account
number and by cycle closing date.

FILE MAINTENANCE JOURNAL - REAL PROPERTY TAXES

DESCRIPTION: Monthly journal that is maintained on a
daily basis and consists of all activity changes made
to the original certification during the month.

FILE ARRANGEMENT: Numerically by property number and
by date work updated on file.

TAX ROLL CONTROL JOURNAL - REAL PROPERTY TAX

DESCRIPTION: Daily curulative report consisting of all
activity which has been updated in the Revenue File and
the resulting new control totals. The activity includes:
cash, refunds, file maintenance and cash adjustments. .
FILE ARRANGEMENT: Numerically by property unit and by
date work was updated in file.

Destroy five (5)
years after the
end of the fiscal
year in which the
levy was made.,

Destroy three (3)
years after the
end of the fiscal
year in which the
levy was made..

Destroy three (3)

_ years after the end

of the fiscal year
in which the work
was dated.

Destroy three(3)
years after the end
of the fiscal year
in which the work was
dated .
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